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Logging In
Website Use Tutorial
Welcome to the USD 267 webpage tutorial! The website is a great way to communicate to your students
and parents. To begin, you can go to the district’s webpage and find your campus.

Once you have reached your building’s page, you can scroll to the bottom of the page to log in.

You can log in using your webpage username and password, or with your Google information

If you are unsure of your username or password, please contact the Tech Department and we can assist
you.
Once you are logged in successfully, you will see your Site Administration screen.

Profile
Setting up a profile will be the first thing you will want to do when you get logged in. It is at the bottom
of your Site Administration grid.

Please fill out as much of the information as you can. This will help parents and students know more
about you and how best to contact you if the need arises.

After you have updated your profile, you can go to your teacher page and start creating content. Click on
the red Page bar on the left side of your dash board.
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Clicking on the arrow next to your name will give you 4 options: Photo Album, Profile, Daily Schedule
and Educational Websites.
If you click on your name, you will be directed to your Teacher page.

To make your working space a
little larger, you can click on
the two arrows above your
name to collapse the left side
of your screen.
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From here, you can start creating your page. You can add links and other pages to your teacher page. You
are able to include external links here and create more pages for more content.

Teacher Page
If you are on your Teacher page and need to update something, you can click on the green Edit the Page
button to go straight to the editing dashboard.

If you want to add a page to your Teacher pages, click on the Add A Page button

There will be a list of pages to choose from.
Choose the one that will best fit the page you
want to create.

You can always click on the Back to Site button to see
the page you are currently working on to make sure it is
looking the way you want.

File Drawers
Files:
If you are wanting to include files on your page, they will need to be uploaded into your Document
Drawer or Photo Drawer before they can be live on your page. To do this, return to your Site
Administration page and click on File Cabinet. There is also an Audio/Video Drawer and Form Drawer in
the File Cabinet.

Photo Drawer:
You can create folders in the Photo Drawer to keep them organized. To add a photo, find the folder you
want and click on the blue Manage Photos button to the right. Photos will be resized to 500 pixels wide,
unless you change the dimensions. Drag and drop the photo into the box or click on the blue Select
Photos button. Once the file is in the box, it will upload.

Document Drawer:
When uploading documents, please read the Info! message at top of that screen. It will explain what types
of documents can be put into the drawer.

Audio/Video Drawer:
Read the Info! message at the top of this section for size and speed of uploading these files.
Form Drawer:
You can create forms in this drawer to add to your pages.

Sidebars
When your teacher page is created, the left sidebar is created
automatically. You can edit what is there from the Site
Administration dashboard.

To create sidebar content, you first need to decide what you
want included in your sidebar.

You will have the choice of announcements, calendars, slide
shows, quick links, web polls and countdown timers.

If you want to include one of these modules in your
sidebar, click on the item and build the module. Once
you have it created, you can go back to the sidebars
choices and click sidebar layouts.

To include a module in your
sidebar, you can click on
Manage Modules.

Choose the module you want to include and
what order it should be on your page. Use the
multi-sided arrows to move modules once they
are placed in the list. When you move a module,
make sure you save.

You can always click on the Back to Site button to see
the page you are currently working on to make sure it is
looking the way you want.

Videos/FAQs
Visit the Videos section in your Site Administration to learn more about the pages that you can create.

There are many videos here that will give you in-depth tutorials about webpage editing.

